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8. Earliest & Latest  |9.Exact Series Title BN .
Dates of Series 1 : ;
1960 td—aaté . | Mental Retardation (Developmental Disability) Medical hecord Files i
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What is the functlon of the office “irf Which ‘this record series is created?
The Division of Mental Health administers the mental health, mental retardation, and other B
developmental disabilities, drug abuse, alcoholism, and training and research programs. This . |»r
Divigion is also concerned with community mental health, and the administration of the State - |
mental hospitals, rehabilitation and retardation centers. "
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Developmental Services Section has the responsibility for providing program guidance ‘and
direction to all mental retardation programs in the State; and to administer the Develop-
mental Disabilities Federal Grant Program in the State,

The Central Registry Office serves as a central referral point to track all developmentally
disabled persons who apply for services through the Division of Mental Health.
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11- Thls file contalns the: followlng documents (include fbrm numbers and titles,-if nny,
“and file arrangement).

Documents relating to requests for all services and treatment for indiwiduals who apply

for services for retardation disabilities in the State.

Included, but not limited to, are:rprior to January, 1974, forms MA 1.24 (Application for
Services for Mentally Retarded Fndividuals); MH 1,19 (Placement on Waiting List [for
admtssion to hospital/); DMH 20 (Removal from the Waiting List); CSH-323 (Physical Examina-
tion), ‘unnumbered forms giving permission of parents to release information regarding
patient to community agencies which will give services to the child; narrative of patient,
behavior,;msnagement problems, and general information, response to request for evaluation,

) out-patieét evaluation; rezommendation to Hospital Admissions Office; Reviews of Waiting
[_pspltaqj 1ist; from institution to Central Registr¥ Office; information as to status of
patient, Also, reports of out-patient evaluation; general information, family history and
status, personal history of out-patient, medical history, summary of recommendations;
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Developmental Services Section

1260 Briarcliff Road, N. E.
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11,

25.

(continued)

evaluation Team Summary, and recommendations; and clinical re-
cords,

Since January, 1974, the Central Registry Office maintains only
a skeleton file, which includes Application for Services for
Mentally Retarded Individuals (MA 1.24), code sheets and
periodic staffing summaries, All other information is a part
of the Institution files.

(continued)

Central Registry Office

Upon notification that individual has died or is no longer

eligible for services in Georgia, place all papers in the
inactive file; then, cut off inactive file at the end of
each calendar year, hold in current files area 2 years; then
transfer to the State Records Center, hold 33 years, then
destroy.

Institutions

When individual dies or becomes ineligible for services in
Georgia, combine all records, including the patient's
medical records and the Community Resource Unit records and
place in the inactive file. (Where appropriate, notify &
Developmental Services Section - -Central Registry Office
immediately, giving date and reason for death or date and
reason for inactive status); then, cut off inactive file
at the end of each calendar year, hold in current files
area 2 years; transfer to local helding area, hold 5 years;
then transfer to the State Records Center, hold 28 years;
then destroy.

Printout - updated monthly. Destroy when no longer needed for

reference,




Georgia Department of Human Resources

Decenbar 5, 1974

TO: State Records Committee

THROUGH : Mr. John Dumn
State Records Management Officer

FROM: Elizabeth Crank Z(’
DHR Records Management Unit

SUBJECT: Mental Retardation (Developmental Disability)

Medical Record Files
Application for Records Disposition Standard

Explanation of reason for two sets of records:

The Central Registry Office serves as a central referral
point to track all developmentally disabled persons who
apply for services through the Division of Mental Health.
Prior to January, 1974, these papers include matters of a
social nature such as the status of the family, the well-
being of the individual, psychological reports, and clinical
records. Since January,. 1974, this office maintains a very
small file which included Application for Services, code
sheets and periodic staffing summaries,

The Institution records for the individual, prior to January,
1974, contain medical information such as application for
treatment, consent and release forms and reports from hospi-
tals, physicians, ¢x-ray reports, laboratory reports, etc.
Beginning January'.l, 1974, all information for active records
was combined, becoming a part of the institution files, except
the small portion maintained in the Central Registry Office.
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